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Provider Bulletin:  How SDR Locking Works 

Last month, Release 4.0 introduced a new SDR locking feature.  
A quick review follows:  
⇒ ‘Lock’ means that some or all of an SDR may not be 

changed until the user editing it unlocks it or it is 
released by EIM/ESM that evening.  

⇒ Always unlock an SDR when you have finished editing 
it so your colleagues can complete any other necessary 
billing tasks. 

An SDR is like a library book.   
Others may be waiting for you 
to finish so they can access it! 

Understanding Service Delivery Report (SDR) Locking April 4, 2008 

Have EIM/ESM questions?  Call Virtual Gateway Customer Service at 1-800-421-0938.  

SDRs now lock automatically when they are opened.  Here are 
answers to questions Virtual Gateway Customer Service has 
received: 
If I open an SDR just to view it, will it still lock? 
Yes, EIM/ESM locks an SDR regardless of user intent. 
If I lock an SDR on Monday, will it still be locked on Tuesday? 
Not unless you lock it again on Tuesday.  EIM/ESM releases 
all locked SDRs every night. 
How do I know if I locked the SDR I am using? 
The "Unlock All Enrollments" button appears on the Service 
Delivery Summary page.  Please see below for a screen shot. 

Working with SDR Locking 

Get to EIM/ESM online 
content more quickly by 
entering “www.mass.gov/
vg/eimesm” in your ad-
dress bar.   

Contact us at pos.eim-
esm@state.ma.us. 

Need more information? 

Getting an SDR to Unlock 

The EIM/ESM Update is sponsored by the Executive Office of Health and Human Services (EOHHS) 
Virtual Gateway.   To learn more about the EIM/ESM service, please see the Overview on our web site. 

Every time you work on an SDR, it’s important to unlock it when you are done.  Some 
questions we’ve recently heard about unlocking follow: 
If I close out of the SDR, does the unlock happen automatically? 
No.  Unlocking only happens after the "Unlock All Enrollments" button is clicked (or EIM/
ESM releases locked SDRs each evening). 
If I am locked out of an SDR I need to access, what can I do? 
You will receive an error message with the name of the person now editing the SDR.  You 
could contact him or her to learn when the SDR will be available. 
Is there any way for two individuals to work on the same SDR at once? 
Yes!  When viewing a service period, pick your location from “Select Location” (see below).  
Other locations may be accessed by other users.  As each location is accessed it, too, will be 
locked.  Selecting “All” locks the entire SDR. 
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